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FSN Position Classifiéation Handbook

A-1025 of April 2, 1979

As stated in the referenced aifgram, heédquarters
agencies have been distributing the new FSN Posi-

tion Classification Handbook on a mission-by-mission

basis at the time the new classification standards.
system is applied. The proceduré was considered
necessary during the initial implementation phase
in recognition of (A) our inability at that time

-0 ‘train the persons who are to adninister the’

program at the field level and (B) the fact that

a revised edition of the Local Employee Compensation
Handbook designed to accommodate the new classifica-~

tion structure had not been issued. However, with
the worldwide implementation well underway, the
capability to conduct field training now exists.
In addition, it now appears that a revised edition
of the Compensation Handbook can be issued by
January, 1980. '
distribution
FSN Position

In view of the foregoing, world-wide
of the "Introductory" portion of the
Classification Handbook will be madz within the
next few weeks. The position classification stand-
ards portion of that Handbook will be distributed
later along with the revised version cf thne Com-
pensation Handbook. The early release of the

"Introductory” portion will give missions the time
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+o read about how the system is designed and how it works
pefore training begins. In reviewing the material at missions,
reviewers are asked to give special attention to the explanation

of "excsption rate ranages" contained ix appendix A of the
"Introductory" -portion being distributed s0On. That section

_ provides a mechanism by which the salary range for a particular

h ]

position may be more or less than the s=lary range at which
the position is properly classified eccordirg to the new stand- .
ards system. These exception rate ranges aay be justified on
the basis of significant differences pecweens the markgt rate -
and those for the level at which the positicn is classified
within the system. Normally, severe recruitwment and retention
problems must also be experienced and douwguelied in such cases
in support of an exception rate reques:i. (In making recommen-
dations for a exception rate range for & position, it is of
special importance to consider the imy:~t of raising the rates
of one job upon employees occupying oii:ex positions in the
same class.) o

The Washington-based contractor teams vhicl pzrform the classi-
fication surveys will be instructes in how to assist the post
to prepare justification needed tc cuppooi an: exception rate
range, where reguired, and may iaclude theix recommendation
concerriing an exception rate range ir. their survey report. In
order to make the system more respousive to pest needs, other

" modifications are being corszézred; uuch az &xzception grade

levels. If additional modificaticns ave avproved; amandments .
to-the Classification Bandbook'describing those changes will be
drafted and ‘issued pzomptly. : .

Regional training will pe conducted Ly Ms. Alta Brenner, Chairman

_of the Interagency FSH Position Clasciiicarion Board of Appeals,

as soon as possible after distribucion -f tiie uew nandbooks.
The training sessions will be provided to American and FSN
employees responsible for administering the new classification
program. Planning of the timing aul duration of the training
and post localities to be visitad will Legin shortly. Posts
will be consulted during this process. ‘

As a supplement to .the "Initroductory” portion of the Handbook,
the Department has prepared and is attaching herewith addi-
tional guidelines on.how to write a position description. This
material will be issued as an amendment to the dandbook at

the earliest date.

-ittachment: VANCE

Guidelines on How to Writs a
Position Description
hddirional Clearances: ., T~
PER/ER/FN: A Weinstein {§U! PER/ER: & keru p”
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